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1. Purpose. This nenorandum prescribes policies, procedures, and
responsibilities for the Flexible and Credit Hour Work Schedul e Program

2. Scope. This nenorandum applies to all supervisors and non-
bar gai ni ng unit enpl oyees within Headquarters, U S. Arny Materiel
Command ( HQ AMC)

3. Flexible Wrk Schedule Program a. This programoffers the

enpl oyee the opportunity to request his/her work starting time. The

enpl oyee may select with supervisory approval a starting tinme between
0630-0900. The enployee will work for 8 and 1/2 hours fromthat starting
time. This 8 and 1/2 hour includes a 1/2 hour |unch period which will be
taken as close to the mddle of the workday as possible.

b. Tenporary adjustnents on a day-to-day basis to accommopdate
speci al situations such as conferences, neetings,
travel, or emergency changes in work assignments is permtted.

*Thi s menmor andum super sedes AMC- M 600-12, 21 Cctober 1991
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c. Wen it becones necessary for the supervisor to exercise
hi s/ her right to make a permanent change to the flexible work schedul e of
an enpl oyee, the supervisor will provide a witten notification one week
i n advance of the directed change.

4., Credit Hour Program a. Enployees nay work nore than the basic work
requi renents on a given workday or workweek. In this manner, credit
hours can be earned to be used in a subsequent pay period.

b. In order to earn credit hours a request nust be nmade, in
witing, to the supervisor at |east 5 working days before the begi nning
of the pay period in which the individual wi shes to start working a
credit hour program The request nust specify the date and tine the
enpl oyee desires to work

c. FEarning credit hours is always subject to prior approval by the
enpl oyee' s supervisor. Supervisors may di sapprove a request when
approval woul d adversely inpact office efficiency or mssion
acconpl i shnment .

d. Supervisors may be denied the credit hour program because of
their supervisory duties.

e. Supervisors shall provide pronpt response to enpl oyees' requests
to participate in the program

f. Any request for a change to a plan nust be subnmitted to the
supervisor, in witing, 5 working days prior to the beginning of the pay
period in which the change is requested.

g. Supervisors may adjust a credit hour schedul e when the current
schedul e adversely affects office efficiency, nission acconplishnent, or
when wor k assignnments are changed. The supervisor should notify the
i ndividuals affected in witing, 1 week before the change, if the
situation pernits.

h. Rules for earning credit hours.

(1) Credit hours nust be worked. Leave, of any type, may never
be substituted for credit hours.

(2) Enployees may accunulate up to 24 hours of credit.

(3) Enployees nmay not earn nore than 16 credit hours per pay
peri od.

(4) Enpl oyees nay not earn nore than 2 credit hours per day.
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(5) Credit hours will be the first hour(s) worked during the duty
day.

(6) The credit hour program nust be worked between 0630-1730.
(7) The minimumincrement for earning credit hours is 1 hour.

(8) An enployee may not carry over nore than 24 credit hours from
one pay period to the next pay period. Any excess over 24 hours wll be
| ost.

i. Rules for taking credit hours.

(1) The procedure for using credit hours will be the same as
taki ng annual |eave, except that credit hours may not be used in the sane
pay period they are earned.

(2) Supervisors may approve the enployee to take up to 24 credit
hours in one pay period, provided none of the credits are earned during
t hat pay peri od.

j. Enployees participating in the credit hour program nust sign
infout on a daily log. Supervisors nmay require enployees to sign in/out
electronically. Enployees will not, however, be required to sign in/out
for lunch periods. Enployees who refuse to sign in/out will not be
permtted to work the credit hour program

k. A credit hour work schedul e approved by the supervisor is the
of ficial work schedule, and is subject to disciplinary actions for
tardi ness or absence without |eave.

I. The credit hour programis not to be adjusted on a daily basis.
The enployee is required to be present based on the approved schedul e.

m An enployee not present for duty on a day credit hours are
schedul ed cannot be charged nore than 8 hours of |eave. Enployees do not
have the option to work additional credit hours to nake up for | ost
opportunity, they must work based on the approved schedul e.

n. Supervisors have the option to approve or disapprove a credit
hour program for an enpl oyee on tenporary duty (TDY). A credit hour
program for enployees TDY for training is not appropriate.

5. Point of contact. The point of contact for questions concerning the
Fl exi bl e Wrk Schedule or Credit Hour Program nmay be directed to M.
Donal d Hadrick, Headquarters Civilian Personnel Ofice, 49427
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( AVCPE- O)

FOR THE COVMANDER:

OFFI CI AL: JOHNNI E E. W LSON
Maj or General, USA
Chief of Staff

LEROY TI LLERY
Chi ef, Printing and Publications
Branch

DI STRI BUTI ON:

Initial Distr H(90) 2 ea HQ Acty/ Staff O c
AMCI O | - SP st ockroom (50)

AMCPE- O (10)
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APPENDI X A

SAMPLE FLEXI BLE WORK SCHEDULE REQUEST

OFFI CE SYMBCL DATE
MEMORANDUM FOR Super vi sor
SUBJECT: Request for a flexible work schedul e.

1. Under the provisions of the Flexible Wrk Schedul e Program request |
be authorized to work the follow ng hours each work day.

FROM TO
0730 1600
2. | understand that the requested hours, if approved, nay be adjusted

to neet specific operational requirenments as nay be deened necessary.
O her changes to ny work schedule will be acconplished through nornma
supervi sor/ enpl oyee arrangenents.

EMPLOYEE' S SI GNATURE

Encl 1
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APPENDI X B

SAMPLE CREDI T HOUR REQUEST

OFFI CE SYMBOL DATE
MEMORANDUM FOR Super vi sor

SUBJECT: Request for a credit hour work schedul e.

1. Under the provisions of the Credit Hour Program request that | be

aut hori zed to work Monday - Thursday 0700-1630, in order to earn 4 credit

hours per week. M Friday schedule will be the normal work day of 0700-
1530.

3. | understand that | can not accumnulate nore than 24 hours of credit
and that | nmust request to use credit hours in the sane nanner as |
request annualleave. | further understand that if this request is

approved, my schedul e may be adjusted to meet specific operational
requirenents as nmay be deenmed necessary.

EMPLOYEE' S S| GNATURE

OFFI CE SYMBOL Ist End
FOR Enpl oyee
. Appr oved.

Di sapproved, please make arrangenents to discuss this with

2. Al of the provisions of AMC-M 690-1 and ot her pertinent regul ations
are applicable.

SUPERVI SOR' S SI GNATURE

Encl 2
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APPENDIX C
CREDIT HOURS DAILY SIGN IN/SIGN OUT
ORGANIZATION: DATE:
EMPLOYEE SCHLD TIME EMPLOYEE TIME EMPLOYEE
NAME TME | HRS | IN SIGNATURE ouT SIGNATURE
REMARKS:
ORGANIZATION: DATE:_
EMPLOYEE SCHLD TIME EMPLOYEE TIME EMPLOYEE
NAME TIME |HRS | IN SIGNATURE ouT SIGNATURE
REMARKS:
r SIGNATURE CONSTITUTES CERTIFICATION OF CORRECTNESS OF TIME IN AND TIME QUT. SSSUIBESEEERTSLRLBS SR

HQ AMC FORM 302-R
1MAR 90
c-1



